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DISCLAIMER 

This training material is issued by the Oregon Government Ethics Commission (OGEC) pursuant 

to ORS 244.340 Continuing Education Program. This resource is intended for educational and 

training purposes only and should not be used as a substitute for a review of the specific statues 

and rules. There may be other laws or regulations not within the jurisdiction of OGEC that apply 

to actions or transactions described in this training material. Do not reproduce or distribute 

without the express written permission of OGEC.  

STATUTORY REQUIREMENTS 

JURISDICTIONAL CONTACT STATUTORY REQUIREMENTS 

The following statutory references and administrative rules provide the basis for the 

responsibilities of the Jurisdictional Contact (JC). 

Information provided to persons required to file statements of economic interest. (ORS 

244.162) 

A person designated by a public body as defined in ORS 174.109 shall provide information 

explaining the requirements of ORS 244.050, 244.060, 244.070 and ORS 244.090 to each 

newly elected or appointed public official serving the public body who is required to file a 

verified statement of economic interest under ORS 244.050. 

Identification of Public Officials Required to File Annual Verified Statements of 

Economic Interest (SEI) (OAR 199-020-0005) 

Cities, counties, and those state boards and commissions, special districts and others affected 

by the filing requirements of ORS 244.050 shall inform the Oregon Government Ethics 

Commission of certain information related to individuals required to file an Annual Verified 

Statement of Economic Interest (SEI). The information shall be reported to the Commission via 

its Electronic Filing System (EFS), which is accessed through the Commissionôs website: 

https://www.oregon.gov/ogec. The website also contains training on EFS for all users. Any 

questions concerning electronic filings should be directed to mail@ogec.oregon.gov or by 

phone to 503-378-5105. 

1) Each public body shall provide in writing to the Commission the name, title, mailing 

address, phone number and e-mail address of a person to act as their jurisdictional 

contact (JC) on or before February 15. Any changes to the JCôs identity or contact 

information shall be updated by the public body in the Commissionôs EFS within ten 

business days. 

 
2) Each designated JC shall update the Commissionôs EFS no later than each February 15 

with the name, position or office held and the email address of each individual required 

https://www.oregon.gov/ogec
mailto:mail@ogec.oregon.gov
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to file an SEI. Any subsequent changes, additions or deletions of this information that 

occurs before April 15 must be made by the JC in EFS within three business days. 

NOTE: All updates are to be completed online by the JC using EFS.  

 

TRAINING 

JURISDICTIONAL CONTACTS (JC) 

JCs can participate in live, online trainings presented by OGEC training staff.  Learn about 

your responsibilities to instruct filers about their filing requirements and how to update the 

account information.  These training sessions also offer a refresher course on how to manage 

the positions within the jurisdictions assigned to you.  

For those looking for written instructions, OGEC has created a Jurisdictional Contact Guide.  

Registration for trainings, Guides, and video tutorials, can be found at OGECôs website on the 

Jurisdictional Contact Training page. 

 

STATEMENT OF ECONOMIC INTEREST (SEI) FILERS 

OGEC staff provides annual live webinars for SEI filers. This webinar is for those new to filing a 

SEI as well as those just needing a refresher. Some participants find it helpful to login and work 

on their statement while in the training. 

OGEC has created a SEI Filer Guide with written instructions for filers on how to file.  

There is also a video tutorial available to guide filers in creating and setting-up their account 

profiles in EFS.  

More information can be found on OGECôs website on the SEI Filer Training page.  

 

IMPORTANT DATES 

 

¶ February 15 = JCs must have their jurisdictionôs list current and have verified 

 

¶ March 15 = SEI filing period opens  

 

¶ April 15 = SEI due date 

https://www.oregon.gov/ogec/training/Pages/Jurisdictional-Contact-Training.aspx
https://www.oregon.gov/ogec/training/Pages/SEI-Filer-Training.aspx
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HOW TO GET STARTED  

NOTE: Jurisdictional Contact (JC) accounts will stay with the governing body. If you have 

another Electronic Filing System (EFS) account, you will use a separate username and 

password to login as the JC. If someone else in your agency takes over these responsibilities, 

the account will need to be updated with their contact information. Please contact OGEC staff 

to assist in the account transition.  

 

LOGIN 

NOTE: You will need to update your contact information in your account after logging in for the 

first time.  

1. Go to OGECôs website www.oregon.gov/ogec   

2. Click on E-Filing Login at the top right of the screen 

 

 

3. You will be re-directed to the Electronic Filing System (EFS) login page 

  
 

 

4. Enter your login information provided to you by OGEC staff and click on the green ñLog inò 

button. 

http://www.oregon.gov/ogec
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5. Click on the ñSEI Jurisdictional Contactò Role. 

 
 

UPDATING ACCOUNT CONTACT INFORMATION 

You are now in your Jurisdictionôs account. Please make sure the information in your account 

is current. 

1. Click on the down arrow next to the Welcome, First Name Last Name (Jurisdictional 

Contact) line on the upper right hand side of the screen. 
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2. A drop down menu will appear. Click on ñEdit My Profileò 

 
 

 

3. In ñMy Profileò Click on the ñEditò next to Personal Profile Information 
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4. Update your profile information. Please make sure your name, email, phone number, and 

mailing address are correct.  

NOTE: Do not click on the green ñRequest Name Change Buttonò. This is not used to update 

your account information. 

 

 

5. Password: If you want to update your password, this is where you can make changes. 

Passwords must have a minimum of: 

V One upper case letter 

V One lower case letter 

V One numerical digit 

V One special character (See text help for special character list) 

V Must be at least 8 and not more than 20 characters long 

NOTE: We recommend that you do not use an exclamation mark (!) as one of your special 

characters. This sometimes causes login errors. 
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6. Security Questions: These are used for password retrieval purposes. The security 

questions are case and space sensitive. If your security question answer contains more 

than one word, you will need to remember to include all spaces, punctuation, special 

characters, etc. that you used.  

 

7. Alternate Contact Information: You have the option to identify an alternate contact person 

to receive the same system-generated email notifications that you will receive.  

 

FIRST: Be sure to check the box to include the designated alternate contact in email 

notifications. Then you can enter the contactôs information. If you do not check the box first, 

they will not receive copies of the emails.  

 

 
 

It is recommended that you list an alternate contact to ensure that important dates are not 

missed, and tasks are completed on time.  

 

8. Save and Return: Click on this green button when you have finished updating your account 

information.  

 

NOTE: You can only edit your own personal contact information. You cannot update your First 

or Last Name. If you will no longer be the JC for the jurisdiction, please contact OGEC staff 

before you leave to ensure the account is transitioned to your replacement before leaving.   
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YOUR JURISDICTION LIST 

1. Under the ñAssignment by Jurisdictionò, verify that the correct jurisdiction is in the display.  

 

2. The system will default to the ñAssign SEI Filersò tab.  If you are in the Communications tab, 

click on ñAssign SEI Filersò tab. 

 

3. You will see the list of the offices required to file an SEI in your jurisdiction. If you have any 

questions regarding these specific seats or need to make changes to the actual seats in your 

jurisdiction, please contact OGEC staff. Example: your jurisdiction changes the number of 

seats on a commission, board, or council.  
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COMMANDS FEATURES 

In EFS, you can hover over the icons in the Commands column to see the function of each 

icon. 

The calendar icon is there to allow you to change the date of appointment.  If the 

individual is re-elected/appointed, the calendar will allow you to enter that new date. 

NOTE: If this individual is beginning a consecutive term with no break in service, DO NOT 

change the original assignment date. 

The ñPlusò icon allows you to assign an individual to a vacant seat.  

 

The ñCrossò icon allows you to vacate a seat.  

 

The ñNoò icon allows you to cancel an invite.  

 

 

ASSIGN VACANT SEATS 

1. You can only assign people to vacant seats. To assign someone to a vacant seat, select 

the     under the Commands column that corresponds to the row that needs to be 

assigned. 

 



 
11 

A new window will pop-up, ñAssign Seatò.  

 

 
 

1. Date Appointed: Select the date of appointment using the calendar icon.  

 

2. Last Name:  Key in the last name of the appointed individual. 

Note: All registered filers with the same last name will appear in a dropdown list.  Scroll 

through the names to see if the individual already has an account.  

Example: 

 

¶ If they DO appear, click on the name, and then confirm that the email address and 

prefilled information matches your filer before ñAssigningò them to the seat.  

¶ If they DO NOT appear in the list, select the ñAddò option at the top of the list.  
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3. First Name: Enter first name of filer.  

 

4. Email Address: It is important to confirm the accuracy of the email address for each filer. 

Please enter the email address that the filer actually checks. It does not need to be the 

email associated with their position but can be their personal email.  

 

NOTE: Do not use upper case letters. 

 

5. Phone Number: Enter the phone number for the filer.  

 

6. Mailing Address: Enter the Street/PO Box, Ste/Rm/Apt. #, City, ST, Zip Code 

 

NOTE: The system has two lines for street address. Only use the first line for street 

address, PO Box AND the Ste/Rm/Apt #.  

 

7. Once you have entered the information, click on the green ñAssignò button at the bottom of 

the screen.   

 

A system-generated email will be sent to the individual, advising them to create their 

personal profile account. The Invitation Token is valid for 90 days. If they do not create 

their personal profile account within 90 days, a new Invitation Token will need to be 

created. See Invitation Token section. 

  

8. If you entered the SEI Filerôs email address wrong. You will need to cancel the invite and 

reseat the filer. See the ñLooking Up SEI Filer Informationò section below for more 

information on how to check the email address.  

 

NOTE: It is your responsibility to reach out to each filer who has not created their account 

before March 15. If they have not created their accounts, they will not receive email 

notifications from OGEC. See Token ID section for information on how to see who in your 

jurisdiction still needs to create an account.  
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UPDATING SEI FILERS 

The JC is responsible for making sure the list of public officials required to file an SEI in their 

jurisdiction is up to date. When someone leaves a position, their role must be terminated in 

EFS to vacate the seat. Once the seat has been vacated, you can now seat the new person. 

 

To Vacate Current SEI Filersô Seats 

1. Under the Command column, click on the  in the corresponding role for the seat you 

want to vacate.  

 

2. Date Terminated: Click on the calendar icon to select the date of the personôs last day in 

this role.  

3. Click on the green ñConfirmò button.  
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4. You will be taken back to the main screen. The seat will now be vacated.  

 

NOTE: This will trigger an automatic email to be sent to the SEI filer you have just removed. If 

the position is vacated prior to April 15, the filer is not required to file an SEI (see example 

email below). If the seat is vacated after April 15, the filer is required to file a SEI for the 

previous year.  

Example: If the filer left position on April 16, 2023, they were required to file a SEI for 2022 by 

April 15, 2023. 

5. You can now add the new person serving in that role to the seat.  

 

TOKEN ID / REGISTRATION CODE  

The Invite Token is a system-generated confirmation code. It is unique to each filer you add to 

the jurisdiction. The Invite Token will only show in your list for filers who have not yet created 

their personal accounts. 

The ñInvite Tokenò is listed under the Invite Token column in the corresponding row for the 

person who has not yet created their account.  

 

From: ogec.notification@egov.com <ogec.notification@egov.com>  

Sent: Monday, November 7, 2022 1:29 PM 

To: SEI FILER 

Cc: Alternate Contact 

Subject: Cancelation of SEI Seat Assignment Without Filing 

 

Dear (Name of SEI Filer): 

 

Our records indicate that you held one or more position(s) identified in ORS 244.050 that required the filing of a Statement of Economic Interest 
(SEI) during 2022.   

 

We have been notified that you no longer hold the position of NAME OF POSITION HELD, and that you left that position prior to April 15.  As such, 
you no longer have a filing responsibility.  We wish to thank you for your public service. 

 

If you have any questions regarding this process, please contact the Oregon Government Ethics Commission office at 503-378-5105. 

 

Please do not reply to this email as replies will not be delivered to the Commission. 

 

Oregon Government Ethics Commission 

3218 Pringle Rd. SE, #220 

Salem, OR  97302-1544 
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The Invite Token is embedded in the link in the email invitation to create a profile that filers 

receive once you have added them to your jurisdiction. When a filer creates their account 

using this link, their account will automatically be linked to your jurisdiction and the Invite 

Token will no longer show in the column.  

You will need to make sure there are no outstanding Invite Tokens in your jurisdiction by 

March 15. If filers still have an Invite Token listed, they have not created an account and they 

are not registered. They WILL NOT receive notification emails with instructions on how to file 

their SEI.  

 

REGISTRATION CODE- INSTRUCTIONS FOR SEI FILERS 

If the SEI filer creates an account without using the link they received in the email, they will be 

prompted to enter a registration code. The Registration Code and the Invite Token are the 

same thing. The filer will need to contact the JC to get the Registration Code/Invite Token. 

 

1. Registration Code: Enter the Invite Token. 

2. Continue Registration: Click on green Continue Registration button. 

3. Filers will now be able to enter their contact information, set-up their password, security 

questions, and assign an alternate contact.  

 

 

NOTIFICATIONS & DEADLINES 

 

LOOKING UP SEI FILER INFORMATION 

JCs are responsible for assisting SEI filers in creating their profiles and setting-up their 
accounts within EFS.  

To ensure receipt of important reminders from OGEC, it is recommended that JCs periodically 
login to EFS to review the contact information listed for SEI filers in their jurisdiction. You can 
view a filerôs information, by clicking on the corresponding Seat ID.  
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This will give you the filers assignment information, date appointed, name, email, phone, and 
mailing address in a pop-up window. 

If a filer needs to update their information, the JC will not be able to update it. The JC will need 
to reach out to the filer to remind and assist the filer in updating their own information in their 
account. 

JCs are encouraged to review and maintain all information listed for their jurisdiction 
throughout the year so that all EFS records are current and accurate year-round.  

 

ANNUAL REQUIREMENTS 

Annually, on February 1st, JCs receive an email notification reminding them to verify that the 
jurisdictionôs listing is accurate in EFS. JCs must verify that they have updated this listing by 
February 15th of each year. Any changes, additions or deletions of information that occur 
after the February 15th deadline and prior to April 15th must be made in EFS within three (3) 
working days.  

1. Review list and make any necessary changes. 

2. Finalize List: Click on the ñFinalize Listò button.
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HOW TO LOOKUP WHO HAS FILED SEI 

The JC will want to check to see who has completed the SEI periodically between March 15 ï 

April 15. You need to reach out to SEI filers in your jurisdiction BEFORE April 15th to remind 

anyone who hasnôt filed. 

1. Go to www.oregon.gov/ogec  

2. Click on Public Records section in the top menu bar 

 

 

3. A drop down menu will appear. Click on Public Records Home 

 
 

http://www.oregon.gov/ogec

















